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CITY OF ANNAPOLIS
RECORDS RETENTION AND DISPOSAL SCHEDULE

Item
No.

1.

2-

3.

4.

5.

6.

FIRE DEPARTMENT

Description

General Correspondence

Original incoming letters, copies of outgoing
letters, memoranda, studies, reports, directives,
policies, and other materials related to the
administration of the agency.

Station Daily Log

Daily log of company and personnel movement,
including: alarms, annual leave, emergency leave,
etc.

Vehicle Preventative Maintenance Check
Sheets

Maintenance checks on apparatus and related
equipment.

Fire Safety Inspection

Information on businesses relating to fire safety
inspections.

Senior Station Officers Monthly Report

Reports prepared by the senior station officer on
condition of buildings, apparatus, forms
management, etc.

Vehicle Maintenance Records

Vehicle service and repair records.

Schedule No.

Division:
SUPPRESSION

Retention

Retain for three years, then destroy.

Retain for one year, then destroy.

Retain for one year, then destroy.

Retain for one year, then destroy.

Retain for one year, then destroy.

Retain for one year, then destroy.

• V
Date"Department Director

no
City Cle Date

APR 2 7 2&BQ
Schedule Approved by State Archivis Date



Instructions - Prepare a seDarate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE / OF /

1. Department 2. Division 3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record Series Title <f-fAT'!»O 5. Earliest Year/Latest Year
to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function
of the series.

7. Record Series Format(s)

SXettetter Size
• Legal Size

• Micro Film
Q Computer Tape

• Bound Book a Floppy Disk
a Audio Tape • Video Tape
a Other (Specify)

8. Record Series Sequence

Q Alphabetical

• Numerical

[^'Chronological

a Geographical

• Other (Specify)

9. Volume

arflle Drawer(s)
n Microfilm Reel(s)_
• Computer Tape(s)_
a Other (Specify)

Number

10. Annual Accumulation

a'Fileile Drawerfs)
Number

7
O Microfilm Reel(s)_
• Computer Tape(s)_
a Other (Specify)

H. File is Used

• Weekly a Monthly

12. File Becomes Inactive After

Number
*1?Ionth(s) • Year(s)

13. Current Locations) CBldg. Floor, Room)

Of 3 M
14. Is Record Series Duplicated Elsewhere?

(If yeg^specify office)
^-f<o D Yes

15. Access Restrictions G Yes «"No
(If yes, cite law(s) & regulations)

16. Audit Requirements

/J-None D State o Federal • Independent

17. Is an index system used? (If yes explain briefly and
describe any hardware/software.)
D Yes 0/Ko

18. Recommended Retention

/2

19. Name and Title of Preparer / - / ) J>/f&&£'S<C_
20. Telephone Number "$~ 21. Date

F:\DATA\FORMS\1NV.WPD



Instructions - Prepare a separate form

for each new or revised record series.

1. Department

CITY OF ANNAPOLIS

Records Management Program

2. Division

RECORDS INVENTORY

PAGE / OF /

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record Series Title . , _ > ..
C/&//C& / > C//&/C J$5?/$

5. Earliest Year/Latest Year _ .
• to y^KS^S* • "

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function
of the scries *̂ / / / /} *

7. Record Series Format(s)

•^Letter Size a Micro Film
a Legal Size a Computer Tape
• Bound Book • Floppy Disk
• Audio Tape • Video Tape
a Other (Specify)

8. Record Series Sequence

Q Alphabetical

a Chronological

n Geographical

• Other (Specify)

11. File is Used

(&i5aily o Weekly a Monthly

13. Current Location(s) (Bldg. Floor, Room)

15. Access Restrictions o Yes CWo—•
(If yes, cite law(s) & regulations)

17. Is an index system used? (If yes explain briefly and
describe anvjrtffdware/software.)
• Yes s"No

9. Volume

Number

• File Drawers
a Microfilm Reelfs)
a Computer Tape(s)
e-Cfiher CSpecify)

10. Annual Accumulation

Number
a File Drawerfs)
• Microfilm Reel(s)
• Computer Tape(s)
e-0ffier (Specify)

^/Sfnj&cf &/£(y /S/I^A c/&c/:
12. File Becomes Inactive After

/ &/6&/L' D MonthCs) D Year(s)
Number

14. Is Record Series Duplicated Elsewhere?
(If yes^specify office)
B-Wo DYes

16. Audit Requirements

<H^one • State o Federal a Independent

18. Recommended Retention

19. Name and Title of Preparer^^y J*//e&/&y'(l

20. Telephone Number ^ ^ %- 7 ^"?J "*" 21. Date ^-//^f/.
F:\DATA\FORMS\INV.WPD



Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE / OF /

1. Department

/•/as:

2. Division 3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record Series Ti 5. Earliest Year/Latest Year /

995T to P£J/
6. Record Series Description (Briefly describe the types of information/documents/fornis found in the series. Include the purpose or function

7. Record Series Format(s)

etter Size o Micro Film
a Legal Size • Computer Tape
• Bound Book • Floppy Disk
a Audio Tape a Video Tape
D Other (Specify)

8. Record£eries Sequence

^Alphabetical

• Numerical

• Chronological

• Geographical

a Other (Specify)

9. Volume

Drawer(s)_

Number

/

• Microfilm Reel(s)_
• Computer Tape(s)_
o Other (Specify)

10. Annual Accumulation

H'FHelDrawer(s)_
Number

• Microfilm Reel(s)_
n Computer Tape(s)_
D Other (Specify)

11. File is Used

• Daily a Weekly 6TMonthly

12. File Becomes Inactive After

^ V / ^ / / 6 g Month(s)
Number

13. Current Location(s) (Bldg. Floor, Room)

oMcc
14. Is Record Series Duplicated Elsewhere?

(If yes, specify office)
~" D Yes

15. Access Restrictions • Yes
(If yes, cite law(s) & regulations)

16. Audit Requirements

0"None D State a Federal a Independent

17. Is an index system used? (If yes explain briefly and
describe anvhardware/software.)
a Yes ja'No

18. Recommended Retention

19. Name and Title of Preparer

20. Telephone Number Q/Q 21. Date
F:\DATA\FORMS\INV.WPD



Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department 2. Division 3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record^Series Title 5. Earliest Year/Latest Year

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function

7. Record Series Format(s)

etter Size a Micro Film
D Legal Size • Computer Tape
• Bound Book • Floppy Disk
a Audio Tape • Video Tape
a Other (Specify)

8. Record Series Sequence

a Alphabetical

a Numerical

a Chronological

• Geographical

»ther (Specify)

J_

9. Volume

e'file Drawees)
Q Microfilm Reel(s)_
a Computer Tape(s)_
o Other (Specify)

Number

/

10. Annual Accumulation

Drawees)armle
• Microfilm Reel(s)_
• Computer Tape(s)_
D Other (Specify)

Number

11. File is Used

• Daily n Weekly

12. File Becomes Inactive After

/*//)£///// iTM n̂th(s)
Number

ear(s)

13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specif^office)

15. Access Restrictions O Yes
(If yes, cite law(s) & regulations)

16. Audit Requirements

tfNone a State • Federal • Independent

17. Is an index system used? (If yes explain briefly and
describe anyjiardware/software.)
DYes

18. Recommended Retention

19. Name and Title of Preparer /jQ/ff

20. Telephone Number £JSQ 21. Date
F:\DATA\FORMS\INV.WPD



Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE / OF

1. Department 2. Division 3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record Seri 5. Earliest Year/Latest Year

to ffi
6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function

of the series.

7. Record-Series Format(s)

r Letter Size O Micro Film
• Legal Size • Computer Tape
a Bound Book • Floppy Disk
Q Audio Tape Q Video Tape
• Other (Specify)

8. Record Series Sequence

a Alphabetical

D Numerical

• Chronological

• Geographical

H'Other (Specify)

9. Volume

Number

• Microfilm Reel(s)_
• Computer Tape(s)_
• Other (Specify)

10. Annual Accumulation

Drawer(s)
Number

D Microfilm Reel(s)_
• Computer Tape(s)_
• Other (Specify)

11. File is Used

D Daily a Weekly

12. File Becomes Inactive After

//jft£f-//t /<^a~Month(s)
Number

13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify office)

IS. Access Restrictions n Yes
(If yes, cite Iaw(s) & regulations)

16. Audit Requirements

G State • Federal a Independent

17. Is an index system used? (If yes explain briefly and
describe anvjiardware/software.)
o Yes -cTNo

18. Recommended Retention

19. Name and Title of Preparer

20. Telephone Number £//Q ' 21. Date
F:\DATA\FORMS\INV.WPD



Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department 2. Division

SuPpeessroN

3. Unit

STATZON 3S

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes. «

4. Record Series Title

N LOG
5. Earliest Year/Latest Year

to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function
of the series.

TPtnuxas "~DPO:CV ST/TCEOMLOG SHEETS

7. Record Series Format(s)

fin Letter Size • Micro Film
• Legal Size O Computer Tape
D Bound Book • Floppy Disk
• Audio Tape • Video Tape
a Other (Specify)

8. Record Series Sequence

Q Alphabetical

• Numerical

a Chronological

• Geographical

a Other (Specify)

9. Volume

a File Drawer(s)_

Number

• Microfilm Reel(s)_
O Computer Tape(s)_
o Other (Specify)

10. Annual Accumulation

Number
• File Drawer(s)
n Microfilm Reel(s)_
• Computer Tape(s)_
O Other (Specify)

11. File is Used

• Daily a Weekly a Monthly

12. File Becomes Inactive After

I • Month(s)
Number

Year(s)

13. Current Location(s) (Bldg. Floor, Room)

3 3S3 i M
14. Is Record Series Duplicated Elsewhere?

(If yes, specify office)
D'No a Yes

15. Access Restrictions • Yes
(If yes, cite law(s) & regulations)

No 16. Audit Requirements

• State D Federal n Independent

17. Is an index system used? (If yes explain briefly and
describe any hardware/software.)
o Yes a No

18. Recommended Retention

12

19. Name and Title of Preparer ft)
20. Telephone Number 21. Date g-£ !-

F:\DATA\fORMSUNV.WPD



Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department 2. Division 3. Unit

3S

DEFINITION • RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record Series Title

G&X. .Soar
5. Earliest Year/Latest Year

to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function
of the series.

Pn~\ - CHECK SHEETS . R>£. E

35
i-Jouseo Pn~

7. Record Series Format(s)

^Letter Size a Micro Film
• Legal Size • Computer Tape
D Bound Book a Floppy Disk
• Audio Tape • Video Tape
D Other (Specify)

8. Record Series Sequence

• Alphabetical

• Numerical

M Chronological

Q Geographical

a Other (Specify) '
f

9. Volume

a File Drawer(s)_

Number

• Microfilm Reel(s)_
• Computer Tape(s)_
D Other (Specify)

10. Annual Accumulation

Q File Drawer(s)_
D Microfilm Reel(s)_
• Computer Tape(s).
a Other (Specify)

11. File is Used

• Daily D Weekly • Monthly

12. File Becomes Inactive After

D Month(s)
Number

D Year(s)

13. Current Location(s) (Bldg. Floor, Room)

S 35
14. Is Record Series Duplicated Elsewhere?

(If yes, specify office)
l/No • Yes

15. Access Restrictions • Yes •'No
(If yes, cite Iaw(s) & regulations)

16. Audit Requirements

• State • Federal • Independent

17. Is an index system used? (If yes explain briefly and
describe any hardware/software.)
• Yes fa

18. Recommended Retention

19. Name and Title of Preparer /?J
20. Telephone Number 21. Date

F:\DATA\FORMSUNV.WPD



Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department 2. Division 3. Unit

3S

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retentiojnind disposition
purposes.

4. Record Series Title S. Earliest Year/Latest Year
/to

_ . _
6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function

of the series. ' /

RECORD, O F 3^MHtmc "J~N -SE£\Q:C£ ZIIMSP^CTXONS

7. Record Series Format(s) \

B Letter Size D Micro Film
a Legal Size a Computer Tape
• Bound Book G Floppy Disk
O Audio Tape a Video Tape
• Other (Specify)

\
8. Record Series Sequence

• Alphabetical

• 'Numerical

• Chronological

• Geographfc

• Other (Specify) ^

\

\
\

\

9. Volume

• File Drawer(s)_

Number

• Microfilm Ree!(s)_
• Computer Tape(s)_
O Other (Specify)

10. Annual Accumulation

Number
• File Drawees)
Q Microfilm Reel(s)_
• Computer Tape(s)_
• Other (Specify)

11. File is Used

D Daily • Weekly • Monthly

12. File Becomes Inactive After

• Month(sr
Number

• Year(s)

13. Current Location^) (Bldg. Floor, Room)

33
14. Is Record Series Duplicated Elsewhere?

(If yes, specify office)
• No B^Yes

15. Access Restrictions • Yes
(If yes, cite law(s) & regulations)

D-No 16. Audit Requirements

a State • Federal • Independent

17. Is an index system used? (If yes explain briefly and
describe any hardware/software.)
• Yes T

18. Recommended Retention

19. Name and Title of Preparer fll
20. Telephone Number 21. Date

F:\DATA\FORMS\1NV.WPD



Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department 2. Division 3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record Series Title 5. Earliest Year/Latest Year
to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function
of the series. \

7. Record Series Format(s)

D Letter Size • Micro Film
o Legal Size D Computer Tape
a Bound Book • Floppy Disk
a Audio Tape • Video Tape
M (Specify^

8. Record Series Sequence

\
Q Alphabetical

• Numerical

• Chronological

Q Geographical
\

O Other (Specify) .

11. File is Used

• Daily D Weekly • Monthly

9. Volume

a File Drawer(s)_

Number

O Microfilm Reel(s)_
Q Computer Tape(s)_
D Other (Specify)

10. Annual Accumulation

Number
Q File Drawer(s)__
D Microfilm Reel(s)_
Q Computer Tape(s)_
a Other (Specify)

12. File Becomes Inactive After
\

D Mbnth(s)
Number

D Year(s)

13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere? '•
(If yes, specify office)
• No a Yes

15. Access Restrictions ' O Yes
(If yes, cite iaw(s) & regulations)

16. Audit Requirements

a State • Federal Q Independent

17. Is an index system used? (If yes explain briefly and
describe any hardware/software.)
O Yes amo

18. Recommended Retention

19. Name and Title of Preparer

20. Telephone Number 21. Date
F:\DATA\FORMS\1NV.WPD


